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 Minimum Qualification Specifications  
 for the Classes:  
 
 MEDICAL RECORD LIBRARIAN II, III & IV  
 
 
 
Education and Experience Requirements: 
 
 Applicants for all grades must meet one of the requirements 
specified in A, B, C, D, or E below: 
 

A. Graduation from an accredited college or university, 
approved by the American Medical Association, with a 
bachelor’s degree in medical record science or medical 
record administration. 

B. Possession of a certificate in medical record science 
or medical record administration from an approved 
school for medical record librarians (usually 12 
months), and one of the requirements specified in 1, 2, 
or 3 below: 

1. Possession of a bachelor’s degree from an 
accredited college or university. 

2. Successful completion of at least 60 semester 
hours from an accredited college or university of 
which 12 hours must have been in biological 
sciences and 6 hours must have been in 
mathematics. 

3. Graduation from an accredited school of nursing. 

C. Successful completion of a one-year training and 
internship program for medical record librarians from 
an approved school, and possession of a bachelor’s 
degree from an accredited college or university. 

D. Possession of a Registered Records Librarian 
Certificate which was awarded after qualifying on the 
national registration examination given by the American 
Association of Medical Record Librarians. 

E. Any combination of a total of five years of college-
level education, training and progressively responsible 
medical record library experience which establishes 
conclusively that the applicant possess basic knowledge 
and understanding of the theories, principles, 
techniques, practices, terminology, and expressions of 
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professional medical record library science; a 
knowledge of the fundamentals of medical science; a 
knowledge of the fundamental of human anatomy and 
physiology; and other knowledge and abilities essential 
for providing effective medical record library 
services.  If the applicant qualifies on the basis of a 
college level education, he must have had at least one 
year of medical record library experience.  Under this 
provision, applicants must pass a subject-matter test 
in medical record library science. 

1. If the applicant qualifies on the basis of a 
college-level education, he must have had at least 
one year of medical record library experience 
comparable in difficulty and responsibility to 
that of a level VI (or higher level) medical 
record technician in the State service. 

2. If the applicant qualifies on the basis of 
experience alone with no college-level education 
or training, he must have had at least two years 
of medical record library experience comparable in 
difficulty and responsibility to that of a level 
VI (or higher level) medical record technician in 
the State service. 

3. The applicant may qualify under any time and 
quality equivalent combinations of the 
requirements shown in the paragraphs 2 and 3. 

4. For the purpose of evaluating education, a full 
year of study is defined as a minimum of 30 
semester hours credits (or equivalent).  
Specialized training, e.g., training at a school 
for medical record technicians or through “in-
house” courses, will be allowed appropriate credit 
depending upon its applicability and extent. 

In addition to the requirements prescribed above, applicants 
for Medical Record Librarian positions must at least be eligible 
for the national registration examination given by the American 
Association of Medical Record Librarians, and must have 
experience as described below: 

 
Medical Record Librarian II: 
 
None 
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Medical Record Librarian III: 
 
 One year of progressively responsible professional medical 

record library work experience. 
 
Medical Record Librarian IV: 
 
Two years of progressively responsible professional medical 

record library work experience of which one year must have been 
comparable to that of a fully competent worker or characteristic 
of the level immediately below in the State service.  Applicants 
for these positions must have demonstrated Supervisory Aptitude. 
Supervisory Aptitude is the demonstration of aptitude or 
potential for the performance of supervisory duties through 
successful completion of regular or special assignments which 
involve some supervisory responsibilities or aspects; by serving 
as a group or team leader or in similar work in which 
opportunities for demonstrating supervisory and administrative 
capabilities exist; by completion of training courses in 
supervision accompanied by application of supervisory skills in 
work assignments; or by favorable appraisals by a supervisor 
indicating the possession of supervisory potential. 

 
Quality of Experience: 

 The number of years of experience required for any grade 
level represents the minimum amount of time necessary to qualify 
for the appropriate position, but length of time is not in itself 
qualifying.  The applicant’s work experience must also have been 
of a quality and scope sufficient to enable him to perform 
satisfactorily assignments typical of the grade level for which 
he is being considered.  The evaluation of the applicant’s 
performance and potentialities may be based upon information 
acquired through confidential inquiry of his supervisors and 
others familiar with the nature and quality of his work. 
 
 For supervisory positions, the experience and training of 
applicants must show clearly that they have acquired the 
knowledge, skills and abilities and possess the temperament 
needed to assume the responsibilities and perform the supervisory 
duties of the positions for which they are being considered. 
 
Non-qualifying Experience: 
 
 Experience which has not provided a broad and thorough 
knowledge of medical record techniques and procedures such as 
experience in a medical record library as a file clerk or typist, 
or experience in an ordinary library as librarian or library 
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assistant, will not be considered as fulfilling any part of the 
preceding requirements. 
 
Tests: 
 
 Applicants for levels II and III will not be required to 
qualify on a written test if they possess or meet one of the 
requirements specified in A, B, C, or D below: 
 

A. A bachelor’s degree in medical record science or 
medical record administration from an accredited 
college or university. 

B. A certificate in medical record science or medical 
record administration from an approved school for 
medical record librarians, and a bachelor’s degree from 
an accredited college or university, or 60 semester 
hours from an accredited college or university with at 
least 12 hours in the biological sciences and 6 hours 
in mathematics, or graduation from an accredited school 
of nursing. 

C. Successful completion of a one-year training and 
internship program for medical record librarians from 
an approved school, and possession of a bachelor’s 
degree from an accredited college or university. 

D. A Registered Records Librarian Certificate which was 
awarded after qualifying on the national registration 
examination given by the American Association of 
Medical Record Librarians. 

Applicants for all levels who do not meet the requirements 
specified above must qualify on a subject-matter test in medical 
record science.  The written test is designed to measure the 
candidate’s knowledge of the fundamentals underlying professional 
medical record science and his understanding of its methods and 
techniques and their application to effective medical science.  
Questions will be asked on facts, principles, applications, 
tools, practices, and theory of professional medical 
librarianship. 
 
 In all cases, applicants for levels IV and V will be 
required to qualify on a Supervisory Judgment Test. 
 
 The subject-matter test may be waived in non-competitive 
actions. 
 
Personal Qualities: 
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 Persons selected for appointment should be suited in 
personal qualities and temperament for this type of work.  Among 
these qualities that they should possess are a liking for people 
and the ability to work with them, a love of knowledge and 
learning, accuracy, initiative, alertness, imagination, an 
attention to detail and a capacity for organization. 
 
Physical Requirements: 
 
 Standard 4g.  Applicants must be physically able to perform 
efficiently the duties of the position, which are described 
elsewhere in this specification.  Good distant vision in one eye 
and ability to read without strain printed material the size of 
typewritten characters are required, glasses permitted.  Ability 
to hear the conversational voice, with or without a hearing aid, 
is required for most positions, however, some positions may be 
suitable for the deaf.  In most instances, an amputation of leg, 
or foot will not disqualify for appointment, although it may be 
necessary that this condition be compensated by use of 
satisfactory prosthesis.  Any physical condition which would 
cause the applicant to be a hazard to himself or others will 
disqualify for appointment.  In addition, applicants must possess 
emotional and mental stability. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 
 This is an amendment to the specification for Medical Record 
Librarian II, III, IV which were approved on December 6, 1968. 
 
NOTE:  NOTE: The Medical Record Librarian V (4.157) was deleted 

effective November 7, 2001. 

 
 
 
APPROVED:  February 20, 1969          /s/ Loretta Fukuda  
         for (Mrs.) EDNA TAVARES TAUFAASAU 
            Director of Personnel Services 


